Welcome to Technology Within HISD

Lesson 7: Personal Folders

Every email account is given 40,000 KB of server space. Itis recommended that a
Personal Folder (called a Data File in Windows XP) be created on the hard drive to
store messages.

Creating a Personal Folder in Outlook XP

1. Click Start and select Control Panel (If the window displays Pick a Category,
click Switch to Classic View).

ALULE REaUT! £ -

. ‘:} My Network Places
‘!’ Control Panel

xl Microsoft Office Excel 2003 ®, Set Program Access and
Defaults
@ Notepad e Connect To )
=
i Printers and Faxes
9) Help and Support
/‘..) Search
=7 Run...
Allprograms [ T-% Toshiba Offers
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2. Double-click Mail.

3. Click Data Files.
Mail Setup - HISD Exchange Server

E-mail Accounts

3 Setup e-mail accounts and directaries.

>

E -ma||,qccc|unt5

Data Files

Change settings for the filles Outlook uses to

= Data Files. ..
@g store e-mail messages and documents, =

Profiles

Close

Setup multiple profiles of e-mail accounts and Shaw Profiles
data files. Typically, you only need one. =
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4. Click Add.

QOutlook Data Files - HISD Exchange Server

Data Files

Select a data file in the list, then dick Settings for more details or dlick
Open Folder to display the folder that contains the data file. To move ar
copy these files, you must first shut down Outlook.

Mame Filename Comment Settings

Close

5. Select Office Outlook Personal Folders File (.ppt) and click OK.

New Outlook Data File X

Types of storage:

Office Outlook Personal Folders File (,pst)
Cutlook 97-2002 Personal Folders File {pst)

Description

Provides more storage capacity for items and folders,
Supports multilingual Unicode data. Mot compatible with
COutlook 97, 98, 2000, and 2002,

Ok l [ Cancel
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6. Enter file name you wish to use or accept the default name and click OK.

Create or Open Outlook Data File @

NOTE:

Save in:

| I=) Outlook

vl-g) L3|@ X Ty B3~ Tools~

=

Desktop

My Documents

=

My Computer

-

My Metwork
Places

File name: |r«1\; Personal Mail.pst|

Lo« |

Save as type: |Personal Folders Files [*.pst)

Cancel

Find the location of the Personal Folder file by clicking here. Record this
information in a secure place. You will need to know,

backups of the Personal Folder file.

Create or Open Outlook Data File

this path for future

Save in:

€]

Desktop

My Documents

=

My Computer

-

My Metwork
Places

I Outlook

@

@' Desktop

':J My Computer
(T3 rhulbert's Documents
|5y Shared Documents
=g Local Disk (C:)
|=) Documents and Settings
5y rhulbert
| Local Settings
[ Application Data
=) Microsoft

Yook

L3, DVD-RW Drive (1)

=2 Install on hmwad-bdc’ (Z:)
8 My Metwork Places
My Documents
o]
I cMTweb_Info
= TAX

|3 FTP Locations
AddModify FTP Locations

;'g common on ‘dunlavy-bde (T2)

La|@ X [ B3 - Tools -

v o ]
v| Cancel

Page 23 of 37



Welcome to Technology Within HISD

7. Enter the name as it will appear in the folder list or accept the default name Personal
Folder and click OK. Do not enter a password.

Create Microsoft Personal Folders

Eile: | C:'\Documents and Settings'rhulbert'\Local Se |

Mame: |r~'13-' Personal Mail |

Format: | Personal Folders File |

Encryption Setting

{:} Mo Encryption
{*) Compressible Encryption
) High Encryption

Password

Password: | |

Yerify Password; | |

[ ]save this password in your password list

[ oK ] [ Cancel ]

8. The personal folder will appear in the Data Files window. Click Close.

Outlook Data Files - HISD Exchange Server

Data Files
Select a data file in the list, then dlick Settings for more details or dlick Tell Me More
Open Folder to display the folder that contains the data file. To move or =

copy these files, you must first shut down Outlook.

MName Filemame Comment Settings...
My Personal Mail  C:\Documents and Settin...
Open Folder.

Add...

Remove

Cloze
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9. The name will appear in the Folder List alphabetically.

My Personal Mail - Microsoft Outlook

! Fle Edit View Go Tools Actions Help

El_é,ﬂﬂew - | = _"_: > | & Reply (& Reply to All (2 Forward | —jS

Favorite Folders From

All Mail Folders

= €t Mailbox - Student1
{3 Deleted Items
L7 Drafts [4]
[ Inbox (1)
[ Junk E-mail
= outbox
L= sent Items

# [G] Search Folders

= My Personal Mail
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Copying/Moving Personal Folders

When new workstations become available, it may be necessary to setup email access
on the new workstation. It is important that the Personal folders are moved from the old
workstation to the new workstation. This will allow future access to messages stored in
the Personal Folder.

Copying the Personal Folder

1. Click the Start button.
2. Select Search.

9) Help and Support
’ Search

.

=7 Run...

All Programs D % Toshiba Offers
E| Log Off @‘ Turn Off Computer

;."-‘ start E & - B E 77 7 | @@ C:\Documen

3. Click the All Files and Folders link

What do you want to search
for?

Documents (word
processing, spreadsheet,
etc.)

Al files and folders
Computers or people

) Information in Help and
Support Center

‘fou may also want to...
Q Search the Internet
Change preferences
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4. Enter *.pst in the file name field. This will cause the systemto | _ ..~
search for ANY mail file on the computer (all mail files end in e e
“.pSt”) "‘.psza = - |

A word or phrase in the file:

5. Click the | ¥ | next to More advanced options. Make sure there ‘Lk |

is a check mark on the Search hidden files and folders and the % Local Hard Diives (©) ||

Search subfolders fields. When was it modified? (¥

What size is it? ¥

6. Click Search. More advanced options (A
Type of file:

‘ (Al Files and Folders) | %

Search system folders

Search hidden files and
folders

Search subfolders

[ case sensitive

[] search tape backup

0 objects

Once the search is complete, note the size and location of the Personal Folder file(s).
You will need to put these files in the same location on the new computer you are
moving the files to. Your new destination location must also have enough space to
accommodate the file(s).

B Search Results r?||§|r§]
File Edit View Favorites Tools Help o
Q9O 2 HE QR X @

Search Companian X MName In Folder Size | Date Modified
E'j My Personal Mail.pst C:\Documents and Settingsrhulbert\Local Settings\Application DataMicrosoft\Outiook 265KE  7/13/2006 3:32PM
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Right-click the Personal Folder file(s) and select Copy.

—r =2
B Search Results [._”EWX]
i File Edit View Favorites Tools Help 4,'
: . 2 N r [
Q-0 - # M@ Hh OB X HE-
Search Companion x Name In Folder Size | Date Modified
E: = CalDasumants gngd SettingsrhulbertiLocal Settings\Application Data\Microsaft\Outiook 265KB  F/13/2008 3:32FM
Open Containing Folder
Open With...
3 WinZip 3
Fax...

Send To 3

Cut

Create Shortcut
Delete

Rename

There were 11 files found.
Did you find what you

Properties

Navigate to a network drive and folder. Right-click the open space and select Paste.

f & \\dunlavy-bdc\common\my backup files

File Edit View Favorites Tools Help

Q-0 P M@ R B X @

Mame & Size | Type Date Modified
View »
Arrange Icons By ]

Refresh

Customize This Folder...

Paste Shortcut
Undo Rename

cirl4Z

Mew

& \\dunlavy-bdc\common\my backup files

File Edit View Favorites Tools Help

Q O F @ H B X @

Mame = Size | Type Diate Modified
E] Personal Folders(1).pst 265KB  Office Data File 7f13/2006 3:02 PM

1 objects

@ Local intranet
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Adding an Existing Personal Folder to Email

1. Copy the Personal Folder file to the desired location.
2. Open Outlook.
3. Click File, Open and Outlook Data File.

Outlook Today - Microsoft Outlook
il File | Edit Wiew Go Tools Actions Help

i New v %‘_‘)Fi_nd | [GE}, Tvpe acontacttofind = | (@) ! i (@ Bag
B Open 3 Other User's Folder...
l| il utlook Today
Closg Al Ttems [ outlook DataFie. . T
lay, July 13, 2006
Folder » 1TrainingC {Calendar) y; Iy 13,
Data File Management. .. Calendar
] Impart and Export...
Saturday
Archive... Al e evmnt
4| print... crl+p N
Exit Monday
Regular Staff Meeting
4. Select the Personal Folder file and click OK.

Open Outlook Data File .
Look in: |[|“j‘| Outlook V| @ - |'a X [ [E3 - Todls~
@ 3y Personal vail psti
Desktop

o
My Documents
My Computer
My Metweork
Flaces
File name: | w |
Files of type: |F‘ersonal Folders Files (=.pst) v | Cancel
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Although Personal Folder files are created and stored by Outlook in the location
shown below, you can put these files anywhere you like as long as you are aware of
the exact location when you need to access them.

Your user name

Open Outlook Data File &3
Look in: () Cutlook f;- @ - @ "(1 X Oy E3 - Tods -
@' Desktop
@ -_-J My Computer
IS rhulbert's Documents
Desktop I Shared Documents
“g Local Disk (C:)
( '\} [) Documents and Settings
— — 153 rhulbert
My Dacuments [C3) Local Settings
I Application Data
'g () Microsoft
58 &
My Computer L, DVD-RW Drive (D)
— g common on 'dunlavy-bdc’ (T:)
.% = Install on "hmwa0-bdc' (2:)
- by My Network Places
My Metweork 5
Places =) My Documents
o
() cMTweb_Info
C TAX v| oK
&= FTP Locations I
AddMedify FTP Locations b | ICE'L’

5. The Personal Folder file is now visible in Outlook.

My Personal Mail - Microsoft Outlook

! Fle Edit Wiew Go Tools Actions Help

il_ﬁuew - | = | _"_: > | 4 Reply i—&Reply to All i Forward | _;iiSEndfF‘.egeive - | Cf:;,;.Fi_nd = |

Favorite Folders From Subject

All Mail Folders

B Bt Mailbox - Studenti
= = My Persanal Mail
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